


EXAMPLE PAYCHECK PROTECTION PROGRAM (PPP) APPLICATION and SUPPORTING SCHEDULES

PURPOSE To provide small business owners, independent contractors, and small not-for-profits an example of a PPP
application, and the types of supporting documents to provide to local banks to support the payroll costs
reported.

The documents included in this example are not an exhaustive, or a required, list of support that your banker
may request. Depending on your relationship with the bank, current state of your business, and the level of
diligence your bank deems necessary, your banker may also request invoices, bank statements, or other
support to prove the payroll costs paid reported in your application. Additionally your banker may not
require each of the documents included in this example.

STEPS TO PREPARE A PPP APPLICATION

Step 1 Determine whether your business is currently in Good Standing with and has an active registration with the
Secretary of State. Your loan review and/or approval process will take longer if your business is not active
and in good standing with the Secretary of State. A link to the Vermont Secretary of State Business Services
Division is below:

To search for your https://www.vtsosonline.com/online/BusinessInquire/
Business ID and Status

If necessary, to request a Certificate of https://sos.vermont.gov/corporations/copies-certificates/good-standings-or-
Good Standing or Status status/

Step 2 Gather supporting information and prepare a summary of your payroll costs from 2019 or the 12 months
preceding the application date.

Payroll Costs, and supporting information for the purposes of a PPP application may include:

A

—

Salaries, Wages. Commissions, or Bonuses paid to Employees, or

Self Employment income for sole-proprietors, or
Amounts paid to independent contractors if you have no employees

- Form W3 and all W2s (Supports Total Wages, Compensation of employees or officers over $100k, and the
US residency of all employees)

- Forms 940 and 941 (Supports Number of Employees Throughout the Period)

- Payroll Summaries produced from your payroll system or payroll service provider

- For businesses without employees, 1099-Misc issued to independent contractors

B) Proof of Group Health Benefits Paid
- Reports from your Accounts Payable or General Ledger system summarizing the employer portion of
payments made for Group Health Benefits.
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C) Proof of Retirement Benefits Paid
- Reports from your Accounts Payable or General Ledger system summarizing the employer portion of
payments made for Group Health Benefits.

D) Proof of State Unemployment Taxes Paid
- Employers Quarterly Wage and Contribution Report (State Quarterly Payroll Tax Form)
- Reports from your Accounts Payable system summarizing payments made to state Department(s) of Labor

E) Most Recent Corporate Tax Return, or
Personal Tax Return for sole-proprietors or independent contractors

- If you have not filed taxes for 2019, include 2018

Step 3 Calculate the "Average Monthly Payroll" by summing the wages and benefits paid and dividing by 12, the
PPP loan amount your business is eligible for is 2.5X this number.
***Note special rules exist for "Seasonal Businesses" who may use portions period from 2/15/19-6/30/19 to
determine average monthly payroll.

Step 4 Complete the PPP Application including initialing the appropriate certifications, sign and date the second
page of the application. Be sure to include your email address, so your banker can contact you
electronically.

Step 5 Submit the application and supporting schedules and information to your bank.






